Draft 4/14/04

District Court

Steps for Receipting/Distributing personal copy fee reimbursement, personal
telephone reimbursement, or for example a Registration Fee for CLE Training for
Costs for Class, etc.:

From the Cashier Menu check the miscellaneous selection:

m]'[ Fayments heatherm 2004004 !Elm

Filings  Links History Toolbox  MWarnings  Journal  Cash Countl  Print [ndex!
Case Number| | | L“ Citation Eind |
Last Name| | First Name| |

Payor| | Lea] |
— Payment Options

Balance Due Recurring Payment
| [T Cash Bond Bonds Open $ I:l

[ Cash Bail Bail Open $

[ Trust without a Case

¥ Trust

[ Civil Fee

¥ Fine/Forfeiture

[~ Mail Payment

Amount to be Paid $

11}

[ Time Pay $

— Tender Options

Cash 3 I:l [~ Add Note [~ Send Receipt to Printer [ View Receipt
Check $ I:l Number I:l Type| ﬂ|
Credit sf ]

Credit Card $ I:I Number | | Type | L||

Authorization | | Expiration Date I:l

Clear Undo Eayor, Nion Cash Bond Dispose Bail/Bond AR Enter. Exit @ |

v Clear Case After Transaction




Draft 4/14/04

Enter the dollar amount in the Other box and select the appropriate refund of

expendlture description e. g telephone charges copy fee, etc. Select Enter:

=10]x]

Payments

[y T S

[ e e U Elyi

NS S—

Tm Other Miscellaneous Fees

Casi
Case | | |

Name |

—Pay Photo Copy
@ 0.25
E1

Certified Copy Number of Certifications

Cas
Floppy Disk Copy

Che I:l @ 10,00

Cre:

RO e e[ Je am e[ ]
W Exemplified Copy  Number of Exemplifications Juror
Lo DRl R —
F 1 Audlutape,"CD Copy HNumber of Notarizations Witness
Yideotape Postage: Audio/Video/Floppy | Other Specify
Ter T @ 150 @ 300 $ [15.00 Bicory Fee ~|

Special Search by |

ﬂ| for |

| minutes @ per hour

Cre:

Cle Payment ot Forerted Bal/Bond |
v CI

" Expungement Fee $

Note |

Enter | Exiat |




Draft 4/14/04

The amount is entered next to the Miscellaneous selection. Enter the amount and type
of payment in the Tender Options section and select Enter:

m]'[ Payments heatherm 2004004 !Elm

Filings  Links History Toolbox  MWarnings  Journal  Cash Countl  Print [ndex!
Case Number| | | L“ Citation FEind |
Last Name| | First Name| |

payor| 2] e |
— Payment Options

Balance Due Recurring Payment

| | [ Cash Bond Bonds Open $ I:I

[T Cash Bail Bail Open $

¥ Trust

¥ Civil Fee

I:I ™ Trust without a Case

[ Mail Payment

Amount to be Paid $

$
$
¥ Fine/Forfeiture %
$

¥ Miscellaneous

mTimepey o[

— Tender Options

Cash $ [T Add Note [” Send Receipt to Printer ™ View Receipt

Check $ I:l Number I:l Type| L||
Credit $ |:|
Credit Card $ I:l Number | | Type | LI|

Authorization | | Expiration Date I:I

AIR Hgmer| Exit | @|

Clear | Undo | anurl Nion Cash Bond | Dispose BaillfBond

¥ Clear Case After Transaction
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Enter the employee’s or payer’s last name, first name, and note field detailing the
purpose of the reimbursement and the distribution:
T‘f‘["[’ Payments heatherm - ID|1|

Filings  Links History Toolbox MWamings Journal Cash Countl  Print [ndex!

Case Number| | | L“ Citation Eind |

Payor
— Payment Options Bal Last Name ‘LAWYER ‘
W Trust s First Name [DONALD DUCK | sl
I Civil Fee s[ e
: : MNote [Fee for attending Legislative Update
¥ Fine/Foreiture % [ Training: to cover copies and meals |
¥ Miscellaneous s[
¢ [15.00
[F Time Pay $ [
Enter Exit |
— Tender Options
Cash $15.00 - I~ View Receipt
ook s[__] e[ ] T E
Credit Card $ I:I Number | | Type | L||

Authorization | | Expiration Date I:l

Clear Undo Eayor, Nion Cash Bond Dispose Bail/Bond AR Enter Exit @ |

v Clear Case After Transaction
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The payment should be deposited with all revenue for the journal. Provide a copy of the
receipt to the Accounting Clerk to attach to the Revenue Distribution Report, along with
a memo to AOC Finance Department with directions on how the funds should be
distributed (org and object code). Example of Revenue Distribution Report:

I[]]T Display - Revenue Distribution Summary Report (revdist.0805)

File  Search

ALEERT - Salt Lake Test
Date 04/13/2004 Revenue Distribution Swmmary
Time 0O7:42 am Journal 2004004

Journal Date: 04/13/2004

REVENTUE APPLIED TO:

org H for Week Ending

Account Revenue

Number Iescription Code Lwmount Juantity
Court Costs CC Z0.00 4
Certified/Exemp copy CE 175.00 =]
Copy Fee CF 3,933.00 12
Capital Proj. Traff (99§ 14.75 7
Fine-Hisdemesanors FI 974,78 =
Interest - Post Jdmt IR 63.12 2
Jury/Witness Reim JF 20.00 4
Hiscellaneous Rew HC 15.00 1
Fhone Feinbursement FPH Z0.00 1
Returned Check Fee RC 100.00 1
Reporter Fees RF S550.00 3
Jurcharge S55% 5B 2,056.08 3

| o
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